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DEPARTMENTAL RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible clerical position,
the primary duties are assisting the Assistant Police Chief in
t he managenent of the departnmental records division, perform ng
clerical duties, and office functions. The enployees of this
cl ass prepares correspondence, receives and processes records
and reports of the department, and enters records into the
department conputer. Departnental Records Clerk exercises no
supervisory authority over the office personnel; however, the
enpl oyee of this class works with a high | evel of independence,
reporting to and having work reviewed by the Assistant Police
Chi ef .

EXAMPLES OF WORK
Exanples listed below are illustrative only. They are not

intended to include all duties which may be assigned, neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Assi sts in the managenent of the records division. Recommends
managenent policies, goals, and objectives for the division.
Assists with informal on-the-job training for new enpl oyees of
the division. Provides assistance to subordinates in technical
areas of work. Receives, reviews, and processes assigned

records, reports, mil, interdepartnental correspondence, and
other materials in accordance with departnmental procedures.
Mai ntains a roster of departnment personnel including nanes,

addr esses, tel ephone nunbers, and other pertinent information.

Sets up a filing system and files correspondence, forns,
records, or reports nunerically, or by subject nmatter

Periodically inspects systems and facilities for maintaining
records and reports for adequacy and revises as needed.
Maintains a library or archives of materials for future use or
reference by departnmental personnel including periodically
inspecting systems and facilities for nmaintaining such

Devel ops new procedures for office functions when necessary.

Assi sts the Assistant Police Chief in overseeing the typing of
letters, forns, Menos, st at enent s, formal reports,
transcriptions, or any other docunents assigned. Conposes
busi ness | etters using correct grammar and punctuation. Replies
to routine correspondence or requests follow ng departnental
procedures on own initiative or fromoral or witten directions.
Reads graphs, charts, manual s, and related departnental
docunments and organi zes and conpi |l es data needed for reports and
wites reports. Proofreads typed material and corrects errors.
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Conpl etes all records required or assigned.

Operates a conmputer termnal in order to enter, copy, Or renove
information from files. Locates and retrieves information or
docunents from hard copy files and the conputer database.
Perforns appropriate back-up function in conputer files.
Operates a facsimle machine, copying machine, calculator,
mat hemati cal conputer software or conputer scanning equi pnment.

Assists in the preparation of the departnmental budget, conpiling
information to be used in devel opi ng the departnental budget as
assigned. Submts police departnent expenses for paynent and
mai ntains current budget status reports. Posts itenms into
journals, |edgers, or other accounting records and maintains
bal ances. Collects fines and bond noney and issues receipts.

Prepares purchase requisitions according to departnenta
pr ocedur es. Gets estimtes on repair costs for any assigned
equi pment. Maintains the inventory of supplies and equi pnent for
the departnment. Orders and distributes supplies and equi pment
as required.

Perfornms public relations duties by answering questions
regardi ng operation of the departnment and related areas of
departnmental operations and conducting tours of departnent
facilities.

Schedul es appoi nt ment s, neeti ngs, and other events for
departnmental personnel, including keeping records of schedul es
and notifying proper personnel of scheduled events. Takes
dictation and transcribes from notes or electronic recording
devi ce. Operates communi cations equi prent for short periods to
relieve conmuni cations officers.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be nmet by the filing deadline for application for admi ssion to
the test.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
class, nust pass a standardized physical exam nation, the
sel ection and adm nistration of which will be authorized by the
Appointing Authority, designed to denonstrate good health and
physi cal fitness sufficient to performthe essential duties of
the position, with or without accommodati on.
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Must be have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must not be I ess than twenty-one (21) years of age.
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